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About This Procedure

This procedure provides instructions for completing
forms to process GVTS data. The following information
will help you to use the procedure more effectively and
to locate further assistance if needed.

How The Procedure Is Organized

Primary sections, page numbering, and the amendment
process are described below:

Overview describes the processing of forms and provides
related background information.

The Exhibits section includes illustrations such as exam-
ples of reports or other graphic information.

The Appendixes section contains reference information,
such as code lists, accounting charts, tables, or excerpts
from other documents.

The Heading Index provides an alphabetical cross refer-
ence for locating information quickly and includes the
following:

• All headings and subheadings in the text

• All forms names

• Key words

Pages are numbered consecutively at the bottom of each
page. If the procedure is amended, point pages (e.g., 3.1,
3.2, etc.) are used as needed to accommodate additional
pages. All amended pages are marked at the bottom with
the amendment number and date.

If you begin receiving this procedure after it has been
amended, you will receive the publication with all
amendments and bulletins. Remove and insert amended
pages according to the accompanying page control chart
so that your procedure is current.

What Conventions Are Used

This procedure uses the following visual aids:

Block specifications are printed in italics. Example:
DCN. (required, numeric entry; 4 positions). Enter the
document control number.

For date blocks, “(mmddyy)” means that you should
enter the date in month/day/year order, using leading
zeros for single-digit months and days. Example: Enter
the date (mmddyy) that the personnel office received the
employee’s application.

Data that you must enter exactly as shown is printed
in bold italics. Example: Enter 32.

Emphasized text within a paragraph is printed in
bold. Example: A subtotal of each column and a grand
total are calculated.

Figure, exhibit, and appendix references link figures,
exhibits and appendixes with the text. These references
are printed in a bold font as shown here. Example: See
the ABC form (Figure 15 ).

References to sections within the procedure are
printed in bold as shown here. Example: See Ordering
New Individual Cards.

Optional actions at the end of a processing function
are preceded by square bullets. Example:

� To order additional cards....

Important extra information is identified as a note.
Example: Note: Enter only one code.

Who To Contact For Help

For questions about this procedure, contact the Direc-
tives and Analysis Branch at 504–255–5322.

For questions about the system (including help with
unusual conditions or obtaining access authority), con-
tact Information Center personnel at 504–255–5230.

For questions about processing, contact the Document
Review and Batching Unit at 504–255–5586.
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Overview

This procedure is being issued to provide instructions to
participating agency offices in the operation of the Gov-
ernment Transportation System (GVTS). The GVTS
system allows agencies to obtain transportation tickets
for official travel from Heritage Travel, Inc., and to
charge the tickets to a unique agency Diners Club, Inc.,
account instead of the individual traveler’s Diners Club
credit card or a Government Transportation Request
(GTR). The Government Transportation System is
authorized by existing General Services Administration
(GSA) contracts with Citicorp Diners Club, Inc., and the
Federal Travel Management Centers (FTMC’s).

To use this GVTS system, the agency’s accountable
employee responsible for the GVTS account must con-
tact the Office of Finance and Management (OFM) to
obtain the agency’s 14-digit GVTS account number.
The accountable employee must then initiate proce-
dures to establish this account number in the GVTS
Account Master File at NFC by submitting Form
AD–954, Account Notification – Government Trans-
portation System. When the account has been estab-
lished at NFC, a report (Notification of GVTS Account
Activity) will be produced by the GVTS system to
notify the agency of account establishment. No Pur-
chases Can Be Made With The Account Until This
Report Acknowledging Account Establishment Has
Been Received By The Agency.

Once notification of account establishment has been
received from NFC, agency travelers can then contact
Heritage Travel, Inc., and order transportation tickets.
(Note: The agency travelers do not need to identify the
agency’s GVTS account number but only their agency.)
Heritage Travel, Inc., will charge the ticket purchase to
the appropriate GVTS account and will forward billing
information to Diners Club. Diners Club, in turn, will
submit a monthly billing via Heritage to the NFC for
processing through the GVTS system and for payment
to Diners Club.

The National Finance Center is responsible for main-
taining a centralized master file of all valid GVTS
account numbers and is also responsible for the payment
of all GVTS account purchases made by agency offices.
Cash management practices and related Treasury regu-
lations have been incorporated into the Government
Transportation System subject to the requirements of
the Prompt Payment Act (Public Law 97–177) effective
October 1, 1982.

Reports will be submitted to the accountable employee
for reviewing purchases made with the GVTS account
number. Reports will also be furnished to the account-
able employee to acknowledge processing of the

AD–954 and detail information established in the NFC
master file as a result of the request.

Note: This procedure identifies Heritage Travel, Inc., as
the official agency currently under contract to supply
tickets through this GVTS program. This program could
be expanded to include other travel agencies in the
future.

Forms

Form AD–954, Account Notification – Government
Transportation System. This form is prepared by the
agency and is used as the input document for establish-
ing a new agency account number. Form AD–954 also
provides the agency with a method to make changes or
corrections to an existing agency account (accountable
employee information) or to delete an agency account.
The original of the form should be submitted to the NFC
address shown below:

USDA National Finance Center
P.O. Box 60000
New Orleans, LA 70160

Reports

A. Notification of GVTS Account Activity

This report is produced by the system each time the
Form AD–954, Account Notification – Government
Transportation System, requesting a specific type action
(add, change, or delete) is processed at the NFC. It is
also produced when the Separated or Transferred
Accountable Employee – Responsible for GVTS
Account turnaround document is processed. The report
acknowledges receipt of the AD–954 request or turn-
around document and provides the data that has been
updated in the GVTS Account Master File. This report is
mailed to the T&A Contact Point address of the
accountable employee for review to ensure that the mas-
ter file has been updated correctly. If there is any dis-
crepancy on the information reported, please contact the
Travel and Transportation Section at (FTS) 680–5370 or
(Commercial) 504–255–5370. (See Exhibit 2  for a Sam-
ple Report – Notification Of GVTS Account Activity.)

B. Monthly Report of GVTS Payment
Activity

This report is produced monthly and mailed to the T&A
Contact Point address of the accountable employee. It
summarizes all GVTS transportation ticket purchases
paid by the NFC during the previous month. The report
lists each traveler in social security number sequence
and details each separate ticket purchase. The report
also reflects any credits due agencies as a result of
unused or partially used tickets.
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This report was designed by the NFC to assist account-
able employees in monitoring GVTS activity. It permits
the accountable employee to verify that payments were
authorized, that the ticket purchases were charged to the
correct agency, and that credits due agencies were
given. If there is any discrepancy on the report, please
contact the Travel and Transportation Section at (FTS)
680–5370 or (Commercial) 504–255–5370. (See Ex-
hibit 3  for a Sample Report – Monthly Report Of GVTS
Payment Activity.)

C. Separated or Transferred Accountable
Employee – Responsible for GVTS
Account

This report will be produced for use by the appropriate
approving official after each pay period in which an
accountable employee has been transferred or sepa-
rated. This report serves a twofold purpose: (a) to notify
the responsible approving official when an accountable
employee has been separated, transferred to another
office location, or has retired, and (b) to request the
approving official to designate a new accountable
employee.

The report functions as a turnaround document that the
approving official can conveniently use to notify NFC
that accountability has been transferred to another
accountable employee. Space is provided to enter nec-
essary information to establish the new accountable
employee on NFC’s master file. Once the turnaround
document has been processed at the NFC, the Notifica-
tion of GVTS Account Activity report will be produced
by the GVTS system and mailed to the appropriate
accountable employee. (See Exhibit 4  for a Sample Re-
port – Separated Or Transferred Accountable Employee
– Responsible For GVTS Account.)

Responsibilities

A. Agency Accountable Employees will:
1. Contact the Program Development Staff, Office of
Finance and Management (OFM–PDS), to obtain the
agency’s GVTS account number.

2. Submit a properly prepared AD–954 to the NFC to
establish the agency’s GVTS account number, to make
changes to existing accounts, or to delete accounts in the
NFC’s master file.

3. Establish adequate internal procedures to safeguard
the agency’s GVTS account from improper or unautho-
rized use. For example, tickets could be delivered to a
central location to be matched to an AD–202, Travel
Authorization, before being released to the traveler.

4. Verify, upon receipt of the “Notification of GVTS
Account Activity” report, that action taken on

AD–954’s is consistent with agency records. Notify the
NFC of any discrepancies appearing on the report.

5 Review the “Monthly Report of GVTS Payment
Activity” and notify the NFC of any errors in payments
reported. Verify that credit amounts reflected for unused
or partially used tickets are correct.

B.Agency Appointing Officials will:
1. Ensure that the accountable employee for their
agency maintains proper control of the GVTS account
to prevent unauthorized usage.

2. Ensure proper agency procedures are in effect and
are followed by the accountable employee to ensure
adequate control of the ordering of tickets.

3 Promptly submit a completed AD–954 to the NFC
identifying a replacement official when an accountable
employee separates or transfers.

C. The National Finance Center will:
1. Establish and maintain a master file of valid GVTS
account numbers.

2. Make payment to Diners Club, Inc., on behalf of
each agency upon receipt of the automated billing pack-
age.

3. Furnish reports of GVTS account activity to the
accountable employees for review.

General Processing Guidelines

The following guidelines are provided to assist agencies
in the processing of GVTS accounts.

A. Obtaining An Agency Account
Number

The accountable employee for each participating
agency must contact the Program Development Staff,
Office of Finance and Management (OFM–PDS), at
(FTS) 382–1215 or (Commercial) 202–382–1215 to
obtain their agency’s unique account number. No Pur-
chases Can Be Made With The Account Until It Has
Been Established In The GVTS Account Master File
At NFC And The Agency Has Received Notification
Of Account Establishment From NFC. (See Para-
graph 4B below for establishment procedures.)

The 14-digit GVTS account number is formatted as fol-
lows:

3889 – identifies Government account 
9282 – identifies USDA/Heritage 
XX – agency code 
XXXX – assigned by Diners Club, Inc.

B. Establishing An Agency Account
Number at NFC

When the agency’s account number is obtained from
OFM and before its use, the accountable employee must
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prepare and submit directly to the NFC a completed
Form AD–954, Account Notification – Government
Transportation System. This new form was designed to
establish the new GVTS account number in the NFC’s
master file and to identify the accountable employee
responsible for ensuring proper control and usage of the
account. When the account has been established in
GVTS, a report (Notification of GVTS Account Activ-
ity) will be mailed by NFC to the accountable employee
detailing the information established in the master file
record. Once this report has been received acknowledg-
ing account establishment, agencies may begin to pro-
cure transportation tickets with the account.

C. Ordering Tickets With The GVTS
Account

Once notification of account establishment has been
received from NFC, agencies may begin to charge tick-
ets obtained from Heritage Travel, Inc., to the account.
Agencies in the metropolitan Washington, D.C., area
can contact Heritage Travel by calling 863–4250. Heri-
tage Travel also has a toll free number for calls placed
from outside the Washington, D.C. area. This toll free
number is 1–800–626–5200. Both numbers are accessi-
ble 24 hours a day, 7 days a week. The following specific
information must be provided to the travel agent each
time tickets are ordered:

1. Traveler ’s full name (first name, middle initial, and
last name);

2. Traveler ’s social security number;

3. Name or two-digit code for the agency that will be
charged for the payment; if this agency is not the travel-
er’s employing agency, also identify the employing
agency;

Note: The traveler does not provide the 14-digit GVTS
account number when ordering tickets. Heritage will
match the agency name or 2-digit agency code to the
appropriate GVTS account.

4. Location at which travel will begin and the destina-
tion point;

5. Beginning and ending dates of travel;

6. Appropriate code for type of travel;

1– Domestic travel (within the 48 states and 
District of Columbia)
2 – Foreign travel
3 – Transfer-househunting
4 – Transfer-other
5 – Multiple-person travel
6 – Domestic travel-other (outside the 

conterminous U.S.)

Note: If the type of travel code is not provided, the travel
agent will automatically code the trip as domestic travel
or foreign travel depending upon the locations involved.
Therefore, the appropriate code should always be fur-
nished.

7. Purpose of travel code that describes the purpose of
the trip; (See Appendix D, Purpose of Travel Codes and
Definitions.)

8. Travel authorization number from Block 1 of Form
AD–202, Travel Authorization;

9 Properly formatted accounting data for the GVTS
purchase (maximum 15 positions).

D. Reporting GVTS Transportation
Expenses on Form AD–616, Travel
Voucher

Transportation tickets purchased with the GVTS
account number must be reported on the travel voucher
in a special manner as defined below:

In Section B, Transportation Costs, on the front of the
AD–616, provide all the information normally
requested when transportation is purchased with GTR or
an individual’s Diners Club charge card. However,
instead of a GTR number or the words “Credit Card”,
insert the words “GVTS ACCOUNT” in the “GTR
Number” column. (See Exhibit 1  for a Sample Form
AD–616, Travel Voucher.) Do Not Show The GVTS
Account Number On The AD–616 And Do Not Claim
Reimbursement For The Cost Of The Ticket On The
Voucher.

– Attach the ticket stub to the voucher.

E. Processing Unused or Partially Used
Tickets

The traveler must not send any unused or partially used
tickets purchased with the agency’s GVTS account to
NFC. The traveler is responsible for making arrange-
ments directly with Heritage Travel, Inc., to have the
refund for unused or partially used tickets credited on a
future Diners Club billing statement submitted to NFC.

Travelers should write “TRIP CANCELED” on the
front of unused tickets to prevent unauthorized use. The
amount of any refund due the agency (if known at the
time the travel voucher is prepared) should be deducted
from the total original purchase price of the ticket and
only this reduced amount should be shown on the
AD–616, Travel Voucher, in Section B.

When credits for refunds of unused or partially used
tickets are processed at the NFC, they will be reflected
on the Monthly Report of GVTS Payments Activity.
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Inquiries
All inquiries related to the Government Transportation
System (GVTS) should be directed to the Travel and
Transportation Section:

A. Telephone Inquiries

Telephone inquiries should be limited to urgent matters
requiring immediate attention or discussion. The num-
ber for telephone calls is (FTS) 680–5370 or (Commer-
cial) 504–255–5370.

B. Written Inquiries

Special requests, inquiries requiring lengthy research,
and routine requests for copies of printouts should be
submitted on Form AD–354, Request for Special
Information. Such requests should be mailed to:

 USDA National Finance Center
Travel and Transportation Section
P.O. Box 60000
New Orleans, LA 70160
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Completion Instructions For Form AD–954, Account Notification – Government
Transportation System
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Completing Form AD–954, Account
Notification – Government
Transportation System

To complete an AD–954 (Figure 1), follow the comple-
tion instructions listed below.

Note: The circled numbers below correspond to the
circled numbers indicated on the form in Figure 1.

1 Account Number – Enter the 14-digit Diners Club
account number obtained from OFM.

2 Action Code – Enter 1, 2, or 3 as follows:

1 = (ADD) – This action code is used to establish a new
GVTS Account Master File. (Complete all circled items
on the form.)

2 = (CHANGE) – This action code is used to change
or correct information on an established GVTS account
number in the GVTS Account Master File. (Complete
circled items 1, 2, 3, 7,  9 – 18, 23, and 24.)

3 = (DELETE)  – This code is used to delete a GVTS
account number and the information from the  GVTS
Account Master File for an agency account that has been
canceled. (Complete circled items 1, 2, 3, 7, 17, 18, 23,
and 24.)

3 Date – Enter date request is made for AD–954
action.

4 Diner’s Ident No. (DUNS/EIN) – Enter Diner’s
9-digit DUNS number or 9-digit EIN obtained from
OFM.

5 Travel Agent’s Ident No. (DUNS/EIN) – Enter
9-digit DUNS number or 9-digit EIN obtained from the
Heritage Travel Agency.

6 Travel Agent’s Suboffice Code – Enter “0 /0 /0 /.”

7 Agency Code – Enter 2-digit Agency code from
Appendix A.

8 Accounting Station – Enter the 4-digit accounting
station code. (See Appendix B.) Forest  Service will use
Region (2 digits) and Unit (2 digits).

9 Social Security Number – Enter your social secu-
rity number.

10 T&A Contact Point  – Enter the 10-digit contact
point of your agency office location.

11 Name – Enter your last name, first name, and
middle initial (maximum 30 positions).

12 Agency Office Address – Enter the street or P.O.
Box address of your agency office location  (maximum
35 positions).

13 City – Enter city name (maximum 20 positions).

14 State – Enter 2-position alpha code identifying the
state.

15 Zip Code – Enter the 5-digit or 9-digit zip code.

16 Phone Number – Enter your telephone number
(area code, number) of your agency office. Check the
appropriate block to indicate if number is FTS or Com-
mercial.

17 Signature and

18 Date – Enter your signature and enter date.

 Approving Official Identification

19 Social Security Number – Enter your social secu-
rity number.

20 T&A Contact Point – Enter the 10-digit contact
point of your agency office location.

21 Name – Enter your last name, first name, and
middle initial (maximum 30 positions).

22 Phone Number – Enter your telephone number
(area code, number) of your agency office. Check the
appropriate block to indicate if number is FTS or Com-
mercial.

23 Signature, Title  and

24 Date – Enter these associated items as they pro-
vide approval documentation.
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Figure 1. Form AD–954 Account Notification – Government Transportation System
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Exhibits
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Exhibit 1

Sample Form AD–616, Travel Voucher
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Exhibit 2

Sample Report – Notification Of GVTS Account Activity
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Exhibit 3

 Sample Report – Monthly Report Of GVTS Payment Activity
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Exhibit 4

Sample Report – Separated Or Transferred
 Accountable Employee – Responsible For GVTS Account
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Accounting Station Codes And Locations
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Accounting Station Codes And Locations
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Accounting Station Codes And Locations
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Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you
can use this index to locate the page number.

A
About This Procedure, 1

Accounting Code Formats, 31

Accounting Station Codes And Locations, 16

Agency Codes, 15

Appendixes, 14

C
Completing Form AD–954, Account Notification –

Government Transportation System, 7

Completion Instructions For Form AD–954, Account
Notification – Government Transportation System,
6

E
Establishing An Agency Account Number at NFC, 3

Exhibits, 9

F
Forms, 2

G
General Processing Guidelines, 3

H
How The Procedure Is Organized, 1

I
Inquiries, 5

M
Monthly Report of GVTS Payment Activity, 2

N
Notification of GVTS Account Activity, 2

O
Obtaining An Agency Account Number, 3

Ordering Tickets With The GVTS Account, 4

Overview, 2

P
Processing Unused or Partially Used Tickets, 4

Purpose Of Travel Codes And Definitions, 34

R
Reporting GVTS Transportation Expenses on Form

AD–616, Travel Voucher, 4

Reports, 2

Responsibilities, 3

S
Sample Form AD–616, Travel Voucher, 10

Sample Report – Monthly Report Of GVTS Payment
Activity, 12

Sample Report – Notification Of GVTS Account Activ-
ity, 11

Sample Report – Separated Or Transferred – Account-
able Employee – Responsible For GVTS Account,
13

Separated or Transferred Accountable Employee – Re-
sponsible for GVTS Account, 3
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W
What Conventions Are Used, 1

Who To Contact For Help, 1


